
                                              
 

How do I reassign a buyer in 
FMSPRD? 

When it becomes necessary to reassign a buyer. 

 

 

 
Navigating to Requisitions 

to reassign the buyer 
 

  

1. Accessing the requisition panels to change the buyer. 
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Step 1:  Navigating into PeopleSoft requisitions for buyer reassignment. 
 

Should it become necessary to reassign a requisition to an alternate buyer? The purchasing supervisor or designate 
can access the buyers field in the PRP requisition panels. Only Requisitions, which are not on a purchase order, 
can be reassigned, otherwise the buyer field will be grayed out and inaccessible.  
 
Note: Only change buyer, do not make any other changes to the requisition. 

 
Go 
Administer Procurement 
Requisition Items 
Use 
Requisition 
Requisition Form 
Update/Display 

 
The Update/Display Requisition will display. 
 
Enter the desired requisition number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Click OK.  
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To change the buyer, access the “Line Details” icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the drop-down key and select the buyers name from the list.  
NOTE: Only Requisitions which are not on a purchase order can be reassigned; otherwise the buyer field 
will be grayed out and inaccessible 
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Either highlight the buyers name and click OK or double-click the buyer’s name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you’ve change the buyers name click OK. 
 

Click the Save  icon to accept the change. 
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